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1. Introduction

This P& P establishes policies and assigns responsihilities regarding persond property management
for dl Economics agencies. Property is classfied as elther “ persond” property or “rea” property.
“Red” property island and the structures or fixtures located on the land. “Persond” property is

property that is transportable, any property except real property. In this P& P, the term “property”
will refer to “persona property.”

The EMS Property and Services Section (PSS) provides property management services for dl the
Economics agencies according to Federal and Departmental Property Management Regulations.
The Head of PSSisthe Property Management Officer (PMO) who has overal respongibility for
designing and implementing the Economics agencies property management program with gpprova
from agency heads. Although this P& P targets agency personnd who are directly involved with
the acquisition, control, and disposal of persond property, all employees areresponsible for
Government property.

2. Property Accountability

Accountable Property Officer

Designated accountable property officers (APOs) are responsible for the control and management
of all persona property assigned to their unit. In the Economics agencies APOs are

Washington Metropolitan Area: branch chiefs and above.

Field Locations: date satisticians.

Accountable Property

Accountable property is property owned or leased by the Government. Regulations require that
respons bility must be established for this property and thet it be accounted for on an individud
basis. Accountable property:



. has an origina acquisition cost of $1,000 or more and is completein itself, not a
component part of another item, such as an internd computer board, or

. has an origind acquisition cost less than $1,000, but an agency considers “sengtive’
becauseit is highly susceptible to theft or loss, such as amonitor, printer, or television.

PSS maintains an inventory of al Economics agencies accountable property on the Department's
Property Management Information System (PMIS), which tracks property from acquisition to
disposal. Routingly, PSS staff updates PMIS to reflect changes in existing property records or to
create new records.

Non-Accountable Property

Property that does not meet the characterigtics of accountable property is “non-accountabl e’
property, such as atime/date stamp, caculator, desk, or chair. Although PSS does not track non-
accountable property on PMIS, APOs are till responsible for

. managing and maintaining interna control of non-accountable property, and
. following disposa procedures when non-accountable property becomes excess.

3. Accountable Property

Federd property regulations require that excess property be the first source for filling acquisition
requests. Asan APO, you should determine that excess property is not available within your own
area of respongbility before submitting a new acquisition. PSSreviewsdl forms AD-700,
Procurement Request, to determine if the request can befilled from excess property. If it cannot,
PSS returns them to EM S's Procurement Section for processing. This chapter, however, explains
how APOs should process actions involving new accountable property.

Acquiring New Accountable Property

When you purchase new accountable property, PSS staff stamps the “Property/Gold” copy of
form AD-838, Purchase Order, requesting the following information for each accountable

property item:



. Serid number,
. assignee/room number, and
. divison/branch

PSS forwards the
stamped copy of
the AD-838 to
you or the
contact on the
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Completed AD-838 for Accountable Property




purchase order.> When you receive the property, fill in the requested information on the stamped
AD-838, sgn and date the form, and

promptly returnit to PSS. PSS updates the information from the AD-838 to your inventory.
(Seeright.)

The Nationa Finance Center (NFC) links PMIS and the Accounting System together. When you
purchase items using an accountable property budget object classfication code, the accounting
data automaticaly feedsinto PMIS. (See Appendix A for alist of accountable property
budget object classfication codes.) When NFC issues payment on a purchase order with
property budget object classification codes, the Accounting System verifies whether the
corresponding property data has been updated in PMIS. If the property data has not been
updated, NFC places the purchase order in a property suspense report until the information is
updated.

t="Promptly return AD-838s for accountable property to PSS to ensure your agency will not have
outstanding balances for property you have received.

Exchange/Sale of Accountable Property

Y ou may want to take advantage of exchanging, or “trading in” property you currently have,
property that is not excess, but no longer adequately performstasks. Trading in property
reduces or offsets the cost of an upgraded item from the vendor. To trade in property, you must
confirm that the vendor will accept atrade-in, and you must negotiate the trade in amount.

When you complete the AD-700 for the new property, include another lineitem listing the serial
number of the property you arereplacing and the amount of trade-in.  The vendor can
remove the property being replaced when the new property is delivered. When you return the
stamped copy of the AD-838, PSS staff will remove the replaced property from your inventory.

t="There are oecific types of property that are not eigible for exchange/sde. Cal PSSto verify
whether the property is digible for exchange/sde.

Transferring Accountable Property

Lif EMS Procurement Section agents use a credit card to purchase accountable property, they will
forward copies of your AD-700sto PSS, PSS will slamp the AD-700s requesting the same informa:
tion for each accountable property item. APOs should follow the same procedures for the AD-838.
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When you receive or transfer accountable property from adifferent branch, divison, or agency
within USDA, you must complete form AD-107, Report of Transfer or Other Disposition of
Property. If you arethe APO that islosing the property, prepare the form, forward a copy to
PSSin Room 1304-S, and forward the origina to the APO receiving the property. If you are the
APO gaining the property, Sign the form accepting responsibility for the property and forward a
completed copy with both signatures to PSS (see next page). PSS will then make the changesin
PMIS.

If you are interested in obtaining available excess property outside the Department, contact PSS
for ingructions in completing the trandfer.



Transferring
Computer
Equipment
Within the
Agency

Many agencies
have technica
support sections
that are
responsible for
mantaining and
upgrading
computer
equipment for the
entire agency.
These technica
support sections
may need to
originate the
trandfer
documents. Ata
minimum, they
should work with
APOsto ensure
that the transfer
documents are
prepared. Cal
PSS to discuss
other proceduresiif

necessary.
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4. Excess Property--Washington Metropolitan Area

As previoudy stated, Federd regulations require that excess property be the first source of supply.
PSSreviews al forms AD-700, Procurement Request, to determineif furniture requests can be
filled from CEPO. This chapter explains how APOsin the Washington Metropolitan area process
actions involving acquiring excess property and reporting excess property.

Acquiring Excess Property

USDA's Office of Operations has a Centralized Excess Property Operation (CEPO) located in
Landover, Maryland, that performs furniture rehabilitation services, property reutilization, and
disposd of excess property for the Washington Metropolitan area. CEPO maintains alarge
sdection of excess furniture that is readily available. Excess furnitureis classfied in two ways

Rehab. Thisisfurniture that has been refinished, reupholstered, repaired, etc. CEPO
charges back to the customer the cost of the rehabilitation services.

As-Is. Thisisfurniture that can be reutilized without needing any rehabilitation services.
Thereisno cost for thistype of furniture.

CEPO has a showroom of office furniture arrangements and provides a shuttle from the South
Building to itswarehouse. Cal PSSat least 1 day in advance to make shuttle arrangements (PSS
gaff will also accompany you to CEPO). PSS aso has a CEPO cataog listing rehabilitated
excess furniture thet is normdly avalable.

To request excess property, complete form AD-700 (or Electronic 700). (For example, see
next page.) You must specify when you are requesting “as-is’ furniture. Submit the request
through your officia channds.

PSS g&ff verifies the information and forwards the request to CEPO for processing. CEPO
makes ddlivery arrangements through PSS. Contact PSS if you have any questions regarding
CEPO.
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Completed AD-700 for Acquiring Excess Property

5. Reporting Excess Property

Property no longer needed by an owning agency is*excess’ property. An APO can
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declare property
“excess.” APOs
must report excess
property, whether it
is accountable or
non-accountable, for
reutilization or
disposa by
completing form S
120, Report of
Excess Property, and
submitting it to PSS,
(See next page.)
Include the property
description, location,
serid number (if
equipment), and
disposa condition
code. (Seetableon
next page for
condition codes.)
PSS will make
arangements for the
EMS Receaiving Unit
to removethe
property from your
office and deliver it to
CEPO. Excess
property will not be
removed unless
you have submitted
the SF-120. CEPO
takes respongbility
for the excess
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Example of SF-120 Reporting Excess

property and handles the reutilization or disposd actions. If the property is “accountable,” PSS
will remove the property records from your inventory.

When reporting excess property, use the following disposal condition codes to describe the

property accur ately:
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Disposal Code? Explanation
1 Unused - Good
2 Unused - Fair
3 Unused - Poor
4 Used - Good
5 Used - Fair
6 Used - Poor
7 Repairs Required - costing 15% of acquisition cost
8 Repairs Required - costing 16%-40% of acquisition cost
9 Repairs Required - costing 41%-65% of acquisition cost
X Salvage - Repairs costing over 65% of acquisition cost

5. Excess Property--Field Locations

Property no longer needed by an owning agency is “excess property.” An APO can desgnate
property “excess.” Excess property, whether it is accountable or non-accountable, must be
reported for reutilization within the Department, other Federal agencies, or for disposa actions.
This chapter explains how APOs in field locations process actions regarding acquiring excess
property and reporting excess property.

Acquiring Excess Property
If you want to obtain excess property, contact PSS staff first. PSS staff will contact Genera

Services Adminigration's (GSA) Regiond Federa Supply Service Bureaus, work with the
utilization officers, and serve asthe liaison to obtain excess property (see Appendix A).

2Codes 1 through 3 are reserved for property that has never been used. Codes 4 through X are
codes that are used most often.
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Reporting Excess Property

When you declare property as“excess’ you must complete form SF-120, Report of Excess
Property, and submit it to PSS, Include property description, location, serid number (if
equipment), and disposa condition code. (See example on pages 10 & 11.) Depending on the
acquisition cost and condition of your excess property, you will recelve digposition ingtructions
from either PSS or GSA. Y ou must retain possession of the excess property until you receive
dispostion ingructions.

Local Disposition Instructions

The Property Management Officer (PMO) has the authority to provide loca disposition
ingtructions for excess property, when the acquisition cost of the property is less than $1,000.
Locd digposition ingtructions include donation, abandonment, and destruction, or conducting a
sndl lot e

Donation, Abandonment, or Destruction
Excess property under the PMO's authority can be donated, abandoned, or destroyed when:

. the estimated cost of the property's continued care and handling would exceed the
estimated proceeds from the sale of the property, or

. immedi ate abandonment or destruction action is needed because of hedth, safety, or
Security reasons, or

. the property has no commercia vaue.

In such cases, PSS will prepare form AD-112 with detailed disposition instructions and forward it
to you. When you complete the disposd, indicate the type of digposa action, sign the form, and
return it to PSS. PSS will remove the property from your inventory when you return the
completed form.

You may only donate excess property to public bodies. Public bodiesinclude agencies or
political subdivision of States (i.e. state agencies, schools, hospitas, Indian tribes), U.S. territories
and possessions, the common wedlth of Puerto Rico, the Didtrict of Columbia, or the Federa
Government. Organizations categorized as nonprofit tax-exempt, or service education activities
are not digible for donation. Private vendors are not digible for donation.

13



Small Lot Sale

The PMO may authorize you to conduct asmall lot sde of your excess property.® A smdl lot sde
isaninforma sedled bid process where excess property is awarded to the highest bidder. This
method may be authorized in Stuations where excess property isin good condition and may not be
needed by other Government agencies but the private sector may have an interest and it would be
more economical to try to sall the property. PSSwill forward detailed instructions and provide dl
necessary forms to conduct the sale.

Departmental Screening

When excess property has an origina acquisition cost of $1,000 or more, PSS eectronically
forwards excess property reports for departmental screening nationwide through the office of the
Departmental Excess Persond Property Coordinator (DEPPC). DEPPC will notify the APO and
PSS by letter if it receives arequest for the property. Requesting offices are respongible for
working out transfer arrangements with the APO. If DEPPC does not receive any requests for
this property, it eectronically forwards the excess property report to GSA's Regional Federa
Supply Service Bureau.

GSA Screening

Excess property reports released by DEPPC go through one or al of GSA's disposal cycles
depending on the cost and condition of the property. The digposa cyclesinclude:

Utilization. All Federa agencies are dligible to screen excess property.* If another
agency requests the property, GSA will forward copies of the transfer documentsto you
and PSS. Excess property cannot be released until you receive authorization from GSA.
Once you release the property, forward a completed copy of the transfer document to
PSS, noting the release date. PSS then removes the property from your inventory.

3USDA prohibits employees from purchasing property that they were once accountable for,
formerly used, or were in any way connected with its determination as excess.

4Excess property that is no longer needed by the Federal Government is “surplus’ property. Only
GSA can designate excess property as“surplus’ property.
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Donation. All state and loca agencies are digible to screen excess property. If thereisa
request for the property, GSA will forward copies of the transfer documents to you and
PSS. Y ou cannot rel ease excess property until you have received authorization from
GSA. Once you release the property, forward a copy of the completed transfer document
to PSS, noting the release date. PSS then removes the property from your inventory.

Sales. GSA may attempt to el the property. If so, GSA will forward naotification of the
date of sde and ask you to verify information regarding the excess property. If GSA sdlis
the property they will forward copies of the Notice of Award to you and PSS. Excess
property cannot be released until GSA forwards rel ease documents stating the purchaser
has paid for the property. Once you release the property, forward a copy of the
completed Notice to PSS, noting the release date. PSS then removes the property from
your inventory.

Return for local disposition (donation, abandonment, destruction, or small lot
sale). At any time after completing one or more cycles, GSA may return the excess
report to PSS for locad disposition. The PMO will authorize the type of disposition. PSS
will forward the appropriate forms and detailed ingtructions for disposal. Once you have
disposed of the property, return the completed paperwork to PSS, PSS will remove the
property from your inventory.

=Y 0U may not remove excess property unless you have authority from GSA or PMO. PSS will

serve as the liaison with GSA.  If you have any questions during the disposa process, contact
PSS.

6. Home Use of Government Equipment

Asan APO, you may loan Gover nment property to employeesonly for official work at
home® Y ou may not loan Government property to employees as areward or because the

®Supervisors who authorize home use of Government equipment should be aware of the
requirements of the Fair Labor Standards Act (FLSA). Employees covered by that law (generdly,
clerica and technica support employees at grade GS-9 and below, and professond and administrative
employees grades GS-5 and GS-7) may be entitled to premium pay for dl hours of overtime work
which management permits them to perform. See P& P 4551, Overtime and Compensatory Time-Off,
for further information.

15



equipment is no longer used in the office. 'Y ou must report equipment that is no longer needed as
“excess’ it can bereutilized. If you loan property to an employee for officid work at home (or
to another Government unit), complete form EM S-39,

Receipt for Loaned Property--Economics Agencies (below).
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Completed EM S-39 for Loaned Property

If the loaned property is*accountable,” and on loan for 15 or more days, forward the first copy of
the form to PSS. PSS will update PMIS to show that the property is being used at home. When
the employee returns the property, complete the return date and forward the second copy of the
form to PSS. PSSwill readjust the property records to show that the property has been returned.
If the property is “non-accountable,” keep al copies for your files®

Removing Property from Government Buildings

®Employees much check with their technical support sections for their agency's policy regarding
repairs to Government equipment at home.
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Employees must obtain form AD-873, Property Pass, from their APO before removing property
from Government buildings.’

When an employee must frequently transport Government property to and from work, prepare a
memorandum that replacesthe AD-873. (For example, see below.) The memorandum is

acceptable to security
officasat the
headquaners complex SUBJECT: Authorization to Remove Government Property From
and the 1301 New __ Building
York Aveue BUIIdIrg TO: William Moseley, Sr
and serves as along- Chief, Physical Security Branch
term (maximum 1 year) Office of Operations
or
property pass. , Director
Empl Oyees must cary a Central Operations Staff
copy of the Economic Research Service
memorandum \.Nlth t FROM: (Accountable Property Officer)
when trangporting the
property to and from is authorized to remove the Government property
work. Inthe listed below from the Building to conduct official business.
) This authorization is effective from
hewquatas complex, through . ¥ This period cannot exceed 1 year.
employees must o
use the same Loanee and property information is as follows:
. Name: Room Number:

entrance/exit. Telephone Number: Agency:

Exit/Entrance Point:

Property Description:

Serial Number:

cc: Loanee
EMS, Property & Services Section

M emorandum for Frequently Transporting Property

7. Stolen, Lost, or Damaged Property

Reporting Stolen Property

"Field employees should follow their own interna procedures when they are removing Government
property from their work place.
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Employees must immediately report theftsto their APOs. APOs immediately report thefts to the

aopropriate officids:

Washington Metropolitan Area. APOs must report the theft immediately to the Federa

Protective Service (FPS) at (202) 708-1111. FPStakes a stolen property report and investigates

theincident. Once you have natified the FPS, cal PSS to report the incident to the (PMO).2

Field Locations.
APOs must
immediay notify
thelocd building
manager, who
reports the incident
to the appropriate
authorities.

All APOs. After
you have natified
the appropriate
authorities,
complete form
AD-112, Report
of Unservicegble,
Lost, Stolen, or
Damaged
Property, lising
the property that
was stolen and
submit theform to
PSS. Includea
datement of the
circumstances
surrounding the
disappearance of
the property and
the date a report
was filed with the
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Completed AD-112 for Stolen, Lost, or Damaged Property

8The PMO is the security officer for the Economics agencies and serves as the liaison with the FPS.
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authorities. (Seeright.)

Reporting Lost or Damaged Property

When employees discover property has been damaged or logt, they must immediately report the
loss or damage to their APO. APOs must complete form AD-112, listing the damaged or lost
property, describing the circumstances of the loss or damage, and submit the form to PSS.
Prepare the AD-112 smilar to the example on page 17 for reporting stolen property.

Employee Liability for Stolen, Lost, or Damaged Property

The PMO reviews dl AD-112s and when necessary, FPS theft reports, to determine whether
there is the appearance of gross negligence surrounding the loss/damage of the property. If there
is no appearance of gross negligence, the PMO signsthe AD-112 and PSS removes the property
from PMIS and forwards a copy of the form to the APO.

If there is the appearance of gross negligence, the PMO appoints two employees and a
chairperson to serve on a Board of Survey to review the case to determine if the employeg(s)
should be ligble for reimbursing the Government. The PMO requests written statements from the
APO and the employeg(s) involved detailing the circumstances surrounding the loss'damage of the
property. The PMO maintains written records of the Board's proceedings and determinations.
The PMO aso natifies, in writing, al concerned employees of the Board's decision. If the Board
determines the employeeisliable, the amount of reimbursement is determined by

. replacement cost of the missing/damaged item or itsfair market value at the time of the
loss.

. actual cogt to the Government to return the property to its same condition prior to the
damage.

Employees held liable by the Board of Survey have the right to appeal decisons. Within 15 days
of receiving notice, they must send written appedsto their agency heads including dl the facts of
the case. Agency heads must render written decisions within 15 days after receiving appesls.
Agency heads decisons arefindl.
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8. Physical Inventories

Federa property regulations require that a physical inventory must be completed every 2 years or
when thereisachangein APOs.

Conducting Physical Inventories--Headquarters

PSS conducts physica inventories for APOs in headquarters by waking through dl office space
you are responsible for and checking al accountable property againgt the inventory report. PSS
verifies sarid numbers, modd numbers, and manufacturer names. PSS will request someone from
your staff to assst during the inventory. This person is responsible for

. notifying saff thet PSS will be conducting a physicd inventory,
. answering questions relating to property custodians,

. informing PSS of al areas you are responsible for, and

. signing the completed inventory.

PSS then reconciles property records and makes the necessary changes in PMIS to account for
unrecorded transfers, etc. PSSwill forward a copy of the reconciled inventory to you. PSSwill

work with you to determine what documentation you must prepare for property that was not
accounted for during the physica inventory.

Conducting Physical Inventories--Field Locations

If you are an APO in afidd location, you must conduct your own physica inventory. PSS will
forward a copy of your inventory with ingructions for completing the inventory. Y ou will have a
minimum of 60 days to forward the completed inventory to PSS. APOs must

. walk through their office space matching the property inventory againgt the property
physicdly located in their unit,

. make any changes in seria numbers, model numbers, custodians, etc. on the report,

. list any additiond property not on inventory, on the bottom of the report, including
purchase order numbers when applicable, and

. sgn, date, and forward the inventory report to PSS.
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PSS will make the necessary changes to the property recordsin PMIS and forward a copy of the
reconciled inventory to you. PSSwill work with you to determine what documentation you must
prepare for property that was not accounted for during the inventory.

9. Property Reports

Although PSS updates the current status of property recordsin PMIS, APOs must provide
written notice of all property acquisitions, transactions, disposals, etc. These records are
very important to maintain the integrity of the datain PMIS and dso for the integrity of the
accounting system and financial statements required by the CFO Act. Documentation is essentia
to effective property management and financid accountability. To help APOs manage their
property, PSS generates routine property reports and can also customize property reports upon
request. This chapter explains the procedures that an APO should follow regarding such reports.

Quarterly Property Reports

PSS will digtribute a quarterly property inventory report listing al property assigned to you. The
quarterly report is agood method of checking to ensure property transactions are completed.

Y ou can verify whether you have completed dl documentation regarding property transactions. If
you notice any discrepancies, note them on the report and forward acopy to PSS, Cal PSSto
discuss any problems rdating to the quarterly report.

Take advantage of the “ custodian” field on the quarterly inventory report to further distinguish

where property islocated. Note employee names, initials, room numbers, etc.,in this field, and
PSS will update the information to the property record.

Customized Property Reports
PSS can generate ad hoc property reportsin PMIS from very specific to very generd, such asa

listing of computer equipment by custodian, alisting of accountable property purchases last fisca
year, etc. Contact PSS staff to discuss reports you may need.
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Quarterly Financial Reports

PSS will provide to EMSs Financid Management Section Head quarterly property reports listing
the total dollar amount of accountable property with an acquisition cost of $5,000 or more
(capitalized property) for each agency within the Economics agencies. These reports are used to
help EM Ss Budget, Finance, and Systems Automation Division certify property accounts on
financia statements required by the CFO Act.
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Appendix A - GSA Regional Federal Supply Service Bureaus

Connecticut, Maine M assachusetts, New
Hampshire, Rhode Idand, and Vermont

Federd Supply Service Bureau (2FB-1)
10 Causeway Street, 9th Floor

Boston, MA 02222-1078

(617) 565-5321

New Jersey, New York, Puerto Rico, and
the Virgin Idands

Federa Supply Service Bureau (2FB)
26 Federa Plaza

New York, NY 10278

(212) 264-3300

Delaware, Maryland (except locationsin
the Washington, DC metropolitan area),
Pennsylvania, Virginia (except locationsin
the Washington, DC metropolitan area),
and West Virginia

Federal Supply Service Bureau (3FB)
100 Penn Square East, Room 880
Philadelphia, PA 19107

(215) 656-3910

Digtrict of Columbia and Washington, DC
metropolitan area

Federal Supply Service Bureau (3FB-W)
490 L'Enfant Plaza Eadt, Suite 8214
Washington, DC 20407

(202) 755-0300
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Alabama, Florida, Georgia, Kentucky,
Mississippi, North Carolina, South
Carolina, and Tennessee

Federa Supply Service Bureau (4FB)
401 W. Peachtree Street, NW
Atlanta, GA 30365-2550

(404) 331-2949

Illinois, Indiana, Michigan, Minnesota,
Ohio, and Wisconsin

Federal Supply Service Bureau (5FB)
230 South Dearborn Street

Chicago, IL 60604

(312) 353-5375

lowa, Kansas, Missouri, and Nebraska

Federa Supply Service Bureau (6FB)
4400 College Blvd, Suite 175
Overland Park, KS 66211

(913) 236-2504

Arkansas, Louisiana, New M exico,
Oklahoma, and Texas

Federa Supply Service Bureau (7FB)
819 Taylor Street

Fort Worth, TX 76102

(817) 334-4824



Colorado, Montana, North Dakota, South
Dakota, Utah, and Wyoming

Federal Supply Service Bureau (7FB-B)
P.O. Box 25506

Denver, CO 80225-0506

(303) 236-7547

Arizona, California, Hawalii, and Nevada

Federd Supply Service Bureau (9FB)
525 Market Street

San Francisco, CA 94105

(415) 744-5110

Alaska, Idaho, Oregon, and Washington

Federal Supply Service Bureau (9FB-10)
400 15th Street, SW

Auburn, WA 98001-6599

(206) 931-7400
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Appendix B - Budget Object Classifications Codes for Personal

Property

Budget Object Codes

Property Less Than

Explanations

$1,000

3140 Non-Accountable, less than $1,000

3141 Sensitive, except ADP equipment, less than $1,000
3144 Sensitive ADP equipment, except PCs, less than $1,000
3150 Sensitive, PCs only, less than $1,000

Property Between $1,000

$4,999

3170 Personal property, except ADP equipment, between $1,000 - $4,999
3171 PCs only, between $1,000 - $4,999

3172 ADP Equipment, except PCs, between $1,000 - $4,999

Property $5,000 or more

3112 Furniture, $5,000 or more

3124 ADP eguipment, except PCs, $5,000 or more

3125 Office machines, includes office copy machines, $5,000 or more

3126 Reproduction Machinery and Equipment, except office copy
machines, $5,000 or more

3165 PCs only, $5,000 or more

3167

Mini or Mainframe Computers, $5,000 or more
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Summary of Responsibilities

Agency Heads

With the PMO, develop agency policies and procedures for the control of accountable

persond property.

Review and render written decisions on employee gppeds of Board of Survey decisions.

Property Management Officer (Head, Property and Services Section, EMS)

Develops, for agency heads review and approval, policies and procedures for the effective
utilization, accountability, control, and disposition of agency persona property.

Processes transaction documents to maintain officia property management files and the
Property Management Information System, documenting assignment and responsibility of
persond property.

Distributes routine and customized property reports to APOs and other management
offidds.

Reviews cases of logt, stolen, or damaged property and, when necessary, appoints a
Board of Survey to determineif employee negligence contributed to the loss or damage.

Conducts the biennia physical inventories for heedquarters offices and directs the physica
inventoriesin field locations.

Provides local disposition ingtructions for excess property in field locations based on
Federd Regulations.

Forwards excess property reports to DEPPC and GSA for field excess property outside
the PMO's authority.

Acts as liaison between GSA and APOs to handle matters relating to excess property.
Arrangesthe removal of excess property in the Washington Metropolitan area.

Verifies procurement requests to determine if excess property can be used.

Accountable Property Officers (Branch Chiefsand abovein Headquartersand State
Statisticiansin Field L ocations)
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Assign and control dl persond property assigned to their areas of respongbility.

Provide PM O with the appropriate written notice of property acquisitions, transfers,
disposdls, losses, and excess determinations, and other property transactions.

Sign form AD-873 to authorize removal of persona property from the building.

Approve form EMS-39 to authorize employees to take Government property home for
officid work a home.

Conduct biennid physica inventories (field locations only).

Agency Technical Support Sections

Arrange preparation of transfer documents for computer equipment they transfer under
maintenance and upgrades.

Cal PSSto discuss other procedures for facilitating transfer documentation for computer
equipment that is transferred because of maintenance or upgrade.

Employees

Properly use and care for Government property assigned to them, taking precautions to
prevent theft or damage.

Notify their APOs to report any loss or damage to Government property assigned to
them.

Use Government property assgned to them for officia work a home only for officid
purposes.
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Glossary

Accountable Property. All persond property owned or leased by the Government, for which
responsibility must be established, and accounted for on an individual basis. It includes property
with an acquisition cost of $1,000 or more which is complete in itsdlf; and property lessthan
$1,000 that is considered sengitive or susceptible to theft. The Office of Operations establishes
the threshold for accountability.

APO. Accountable property officers are respongble for the control and management of dl
personal property assigned to their unit. The Department recommends that APOs are vested with
managerid authority. In the Economics agencies, APOs are branch chiefs and abovein
headquarters, and in the field, State Setisticians.

AsIsFurniture. Excessfurniture thet is available for reutilization without needing any
rehabilitation services.

Board of Survey. A group of employees gppointed by the Property Management Officer to
review cases where there is the gppearance of gross negligence surrounding the theft, loss, or
damage to Government property. The Board determines employee liability and what amount is
owed to the Government.

Capitalized Property. Persona property with an initid acquisition cost of $5,000 or more, is of
durable nature, and has a useful life of 2 or more years. The Office of Finance and Management
determines the criteriafor capitaization.

CEPO. Centrdized Excess Property Operation under the Office of Operations that is responsible
for furniture rehabilitation services, property reutilization, and disposa of excess property for the
Department in the Washington Metropolitan area.

DEPPC. Departmenta Excess Persond Property Coordinator is a centralized organization that
handles excess property reports for nationwide screening of Departmenta excess property outside
the Washington Metropolitan area.

Excess Property. Persond property no longer needed by the owning agency.

Exchange/Sale. Process where digible property is upgraded by the sale or trade-in of the
property and the money is applied to reduce or offset the purchase price of anew like item.

FPS. Federal Protective Service.
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GSA. Gengrd Services Adminigration.

Gross Negligence. Theintended, willful, or reckless falure to exercise reasonable degree of
care to protect property in one's care.

NFC. Nationa Finance Center.

Personal Property. Property that is transportable, any property that is not considered red
property such as land and the Structures or fixtures on the land.

Physical Inventory. Physica count of property that is required at least once every 2 years.
Physicd inventories are used to verify property on-hand, identify unneeded property for
resssgnment or disposal, and identify requirements for additiona acquisitions.

PMIS. Property Management Information System is the Department's automated inventory
system that tracks property from acquisition to disposal. The system, maintained a NFC, is based
on transactions entered by PSS.

PMO. Property Management Officer is the person who has overdl responshility for the design
and implementation of an agency's property management program. In the Economics agencies,
the PMO isthe Head of the Property and Services Section.

PSS. Property and Services Section, EMS.

Public Body. Anagency or palitical subdivison of states, U.S. territories and possessions,
Commonwesdlth of Puerto Rico, the Didtrict of Columbia, and of the Federd Government that are
eligible to receive surplus or excess property donated by the Federd Government. Thisincludes
state agencies, schools, hospitals, or Indian tribes.

Rehabilitated Furniture. Excessfurniture that has been refinished, reupholstered, or repaired
before being made available for reutilization.

Small Lot Sale. Aninforma sedled bid process where the highest bidder is awarded
excess/surplus Government property.

Surplus Property. Persond property that is no longer needed by the Federa Government. Only
GSA can declare property as“ surplus.”
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